STATINTL 
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10 
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12 

13 

Hi 

15 

16 '/ 

17 " 

IB"' 

19 

20 

<^7 


IMDEX 

MSMORANDUltlSvFOR ALL EMPLOYEES 

Subject bate 

Annual Leave Policy 11 jun e 

Overtime 18 June 1*6 

Designation of Address for Buildings 7 Oct. 1*6 

Assigned to C1G Located at 25th and 
E Streets, N. XT, 

Long Distance Telephone Usage lit Oct, 1*6 

Change in Cafeteria Hours 18 Oct. I 46 

Change of Telephone Exchange 22 Oct. I 4.6 

Armistice Day \ 30 Oct. 1*6 

Change No. 1 to Memorandum dated ll* Oct. 6 Nov. 1*6 
1*6, Subject : ’’Long Distance Telephone 
Usage" 

Thanksgiving Day 12 Nov. 1*6 

Definition of Central Intelligence Group 21 Nov, 1*6 

Conservation of Fuel and Electricity 25 Nov. 1*6 

Christmas Decorations in Government Bldgs. 10 Dec. 1*6 

Acceptance of New Subscribers to Group 16 Dec. 1*6 

Hospitalization, Inc. 

Half Holiday on Christinas Eve and 17 Dec. 1*6 

Christmas Parties 

Location of Central Registry Units 18 Dec, 1*6 

Legal Holiday - New Year's Day 30 Dec. 1*6 

Announcement of Civil Service Commission li Feb. 1*7 
Examinations for Clerk 

191*6 Income Tax Returns $ Feb, 1*7 

Suspension of Officer Temporary Promotions 28 Feb. 1*7 
American Red Cross 191*7 Fund Campaign 12 Mar. 1*7 






77 
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STATINTL 


STATINTL 



CENTRAL INTELLIGENCE GROUP 
Washington, D« C. 



16 September. 1947 


MEMORANDUM TO: All Assistant Directors 
Staff Section Heads 

SUBJECT: CIG Telephone Directory. 


1. CIG Telephono Directory dated August 1947 and 
classified RESTRICTED has been distributed within CIG. 

2. All current telephone directories, these issued 
previously, and subsequent issues must be accounted for. 

3. When new editions are issued, old editions, 
regardless of classification, must be returned to 
Services Branch, A&M, for disposition. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for 

A dmi ni st r a t i o n a nd Mana geme nt 


l 
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M 


'i ,M ■ 


7 Hay 1947 



MEMORANDUM FOR: PERSONNEL CONCERNED 

SUBJECT: Hove to North Intorior Building 


1* The novo of the Director’s Office and othor CIG 
activities to the Seventh Floor, North , Interior Building, will bogin 
on Thursday, 8 May 1947, at approximately 9:00 a,n« 

2. The following spaco assignments in tho North Intorior 
Building arc heroby riado: 

Room ITunbor 


STATINTL 


STATINTLSTAT! 


STATINTLSTAT! 


^ Diroctor 





Director’s Conforcnco Room 
Exucutivo Diroctor 



I CAPS Conforcnco Roons 
Nuclear^ Energy Group 


(m 



7139 

7135 and 7137 

7131 and 7133 

7129 

7127 

7125 

7123 

7121 


7117 and 7119 

7103, 7105, 7107, 7109, 
7111, 7113, and 7115 

7132 and 7130 


7128 
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- 2 - 


STATINTL 


STATINTL 



G-2 Liaison Offioors (2) 



7126 

7124 

7122 

7120 

\ 7318 
7112 

7110 

7108 

7104 and 7106 


Receiving & Dispatching Unit, ’ 
Central Records Section 

Receptionist 


7102 


wonts are nadoi 
Director 
Doputy Director 


— r]c:lnr; SpQQ0s - The following parking space assign- 


STATINTL 



Parking Pernit #10, North Interior Court 

,f ” #22, ” « « 

Space #71, South Parking Area, Now Vfor Dept. Bldg, 


#72 , 

#73, 
#74, 
#75, 
#76, 
#77, 
#78 f 


t! 

If 

tt 

tt 


tt It It 

If ft tt 

ft ft tt 

tr it tt 

tt tt tr 

ft it it 

tt tt ri 


ft 

tr 

tt 
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STATINTL 


paoo #79, South Parking Area, New War Dopt# Bldg. 


it » it it 


" #20, Temporary Building Nc. 2 

onporary Parking Permit #15, Temporary Building Ho* 2 


4. Telephone s - Telephone extensions will remain sub- 
stantially thr sane exoop Fv/li ore changos aro requosted by the Qffioos con- 
cerned. 


STATINTL 


5. Tran s p o r ta t i on - Transportation will be available 
in the sane, way as in New War Department Building, by calling llotor Pool, 
Extension 22S4. 

6. Central Records - The Distribution Unit of Central 
Records is moving to South Building. A roociving and dispatching unit of 
the Control Records Section will be established in North Interior Building 
for the offices located there. The Executive Registry will maintain files 
only for the Dirootor’s Office and the Executive Staff. Yi/hen the files aro 
for other than those offices and action has been completed, they should be 
forwarded through the Contra! Rooords unit in North Interior Building to 

the Central Files Unit, Central Rocords Section. 

7. Supplies - will continuo to maintain 

stock of stationary supplies which will be availablo in Room 7106 North 
lntorior Building. 


STATINTL 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Doputy Executive for Perso 
and Administration 
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12 March 


MEMORANDUM FOR: ALL C.I.G. 'iSMPL0YEfi3 


SUBJECT: 


America n Red Cross 19U7 Fund Campaign 


STATINTL 


The American Red Cross Campaign Tor X9U7 is underway. 

The funds raised in this campaign will.-, of course, be used to cover 
existing and continuing regular Red Cross services for the civilian 
welfare of our country. In addition to this health and educational 
service which this country, as well as other countries of the world, 
have- come to. know and accept as a matter of course, the American Red 
Gross has pledged its services and operations to the American Armed 
Forces at home, abroad, in occupied countries, and to our returned 
veterans and their families. 

President Truman, in his statement to the Heads of 
Executive Departments, Commissions or Agencies, dated 7 January, havS 
said, 11 Luring the coming year the war -related activities of the Red 
Cross will continue to be very extensive* Large numbers of men vd.ll 
still be in uniform. There are millions of veterans to whom the Red 
Cross has an obligation. Tens of thousands will be in Army, Navy and 
Veterans 1 hospitals for a long time to come* The Red Cross .is trained 
and equipped through its thousands of Horne Service workers to give the 
service needed, but it is imperative that the necessary funds be obtained 
to continue Red Cross operations on behalf of the Army, Navy and the 
veterans. To help raise the funds essential to finance this vast program, 
I desire. that all departments of the Government cooperate wholeheartedly 
through the creation of an effective organization for the solicitation 
of their gifts." 

Our share of the quota, which has been established for 
all Government agencies, is $3,300, This quota can be obtained only 
from generous contributions on the part of each- and every employee. 
National Red Cross Headquarters lias indicated a scale of giving, which 
is in direct proportion to the salary of employees. This scale is as 
follows: Salaries ranging up to $3,500 give $5,00 to $25,00 — pro- 
portionately more from those with larger salaries, A definite scale 
■’will not be set for C.I.G,, since I know that every employee will 
respond wholeheartedly and in keeping with his personal belief and 
financial circumstances, . 

During the month of March a fellow.. worker, who is a 
volunteer representative of the Red Cross," will ask you for your con- 
tribution, Your support, together with that of your fellow workers in 
0 ,1 - 0* will he our share and our coal 


Director of Central Intelligence 
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OS?; OFFICE liiE'ORiiNDUM 
No. 14-16 


WAR DEPARTMENT . 

OFFICE, SECRETARY OF WAR 
Washington, 28 February 1?47 


TEKFORARY INSTRUCTIONS AND INFORMATION 

Suspension of Officer Temporary Promotions 

The Office, Secretary of War is in receipt of the following information 
Office he ChSf°of Z Staff '“J Milita f7 Personnel Section, Management Branch, 

“S ,inestl0ns r "‘ a " a "« thls =>•»»“>« 

War Department Message WCL 24858, dated 26 February 1947, is quoted: 

. .w,! 1 ; The purpose of this message is to announce the suspension of 

lJt prc T° tlons f rom the grades of captain to major and from 

toVi!^ ca P tai '' J ln addition to present suspension of promotion 

to lieutenant colonel and colonel, . 

2. Effective 1 March 1947 temporary promotions to the grades of 

major and contain su . sp f nded< An recommendations for promotions to 
c J d c “Pt<iin, AUS, being processed will be returned without action. 

■■3* exceptions to the above policy are: 

... " a : Promotions upon relief from active duty prescribed in 

War Department Circular 140, 46 as amended. presc.ioed in 

* • n , " b : Promotions of combat wounded officers prescribed in 
War Department. Circular 215, 46 as amended. 

... T1 ' " c • Promotions of recovered personnel under provisions of 

War Department Memorandum 5SO-5-1, 46. P 1 

tenant to n" d t • Pror " otio ? of Medical Department officers from 1st lieu- 
tenant to captain and captain to major as prescribed in paragraph 6 AR 

FOR THE ADOMSTRaTIVE ASSISTANT: 


DISTRIBUTION 

(All Activities having 
military personnel, 0SW) 


r 


f 




* ■ v c. 


GEORGE®. BREWER 
Assistant Administrative Assistant 
Office, Secretary of War 
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STATINTL 


How War Department Building 
21st and Virginia Avenuo, IT* Yf. 
Washington, D. 0* 


6 February 19.47 


IWimvm FOR ALL RiPLQTLES, CIG 


SUB J "HOT : 1946 Income Tax Returns 

The Personnel Relations Section, in cooperation -with Finance and 
Legal Divisions of 0. X. G., has made arrangements to provide assistance 

• to "all employers of this agency in preparing and filing 1946 income tax 

• : . s returns. 

Four employees ■were sc 1 acted and have attended the Bureau of ’Internal 
Revenue' s Income Tax- School. ’ •* s a yusult thoy will oe in a position to 
.provide advice :i».d assistance. This service will be available between 

• 10 • February ctnd 15 Ha roll, and the individuals named below may be contacted 
for appointments- if desired. 


It is requested that those anticipating the need for such service 
make arrangements at an early date following Feb. 10th in order tiat ‘che 
facilities and time of these individuals may be apportioned in such a way 
that all employees may be served. 

It is al so. requested that each employee have in his possession at the 
; time of the appointment all tax info rmt ion, and if such is done not more 

than 15 or 20 minutes should be required: to handle each case. Tax forms 
will bo available at this time. 

Sinco the ci resistances surrounding the assignments and work status 
of the individuals named "above may vary, appointments will be made in 
accordance. with those circumstances. • 

STATINTL 


Chi o f , Per spun el Divi s ion 
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: . , . How War Department Building 

' Virginia Avenue, K. XI, *sT" • . 

Washington, D. C. ‘ ' 1 


" I'L-Sy 


4 February 1947 


STATINTL 


STATINTL 


MEMORANDUM FOR ALL EMPLOYEES, CIO 


SUBJECT: Announcement of Civil Service Cefiimissic 
teai/ii nations for Clark 


vr4 Local) '(v*oLib^ announced examination (announcement 

zi rsr- *• * «*«-> 

are. iccoSnW^itai' be filled from this examination 

■ trdffio° rS0 ^ el 

aific, correspondence, editorial, proof-reader, mail, file, record, etc. 

^•SSWSr 

“tfai SmoS^s r&jr* w w ‘« ot 

Organization „ 

— , — _ *±S!i Building b Room Extension 

0S0 
ORE 
. C(;D 

P&A and Exec . 

Offices 
Finance 
Personnel 
Services 
Ccmmuni cations 

00 


cation^r V^ 1 '^ +u. At 1111 em P lo yees' who are interested in making appli- 
es at i oil foi and taking this examination road carefully all information con- 

_£Ef d in ^ he _ announcement to determine whether or not they meet the 
tiance requirements. (See reverse side of announcement.^ 

it is inlo6rtant^thH+^OT' S,n r CeOS f^ ° n '^" car d Foi'm 5000AB. However, 

Thif i? ! P rt J bbat. all information requested be furnished on this oord. 

listed rbovoi e fr ° m y0Ur ilmnediat « ->P-visor or from ofliciSs 


Building f; 

Room 

Extension 

Que 

1043 

2362 

Central 

227 

2412 

New 17a r 

2264 

692 

New Y/ur 

2164 

717 

Central 

209 

445 

North 

118 

2648 

North 

200 

785 

Couth 

209 

2368 


203 

2271 



576 


610 

, 2997 


STATINTL 


dlrectli e to n thH - nt r St ^°^ th N th ° "PP^^ion card should be forwarded 
over tl Ll l, n °.;. C ? V T 1 borvioc'-Cojiimission, .Washington 25, D. C. . How- 
uvoi, uhe personnel Division, CIS, desires that these cards be forwarded 

will S *d f tf nllni v r ^- V0 Offiotir> t0 the Personnel Division, where record 
11 b - !IUi( ie, of application cards sent to the Civil Service Commission. 

— S^ to date for receipt of applications . by the- Civil ■ 

fn ' ° oram f sslon la February 1947, it is important that those who 

, ,w) ritp ll +r bl ° n C £ d8 /°5 elltranco t0 this examination cotoploto- the cards 
and place them in the hands of their respective Administrative Officers 
noo ia.,or than .tho close of business 11 February 1947. 


/ / JuDSOF H. LIGHTSSY 
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poopnber liMC 

i.L;.o;iiV.'Eur. foil: all clo pllsoisill 

GlEWUGlb Local Holiday -- Ilev; Year 1 a Lay 

1. . Ik;, Year 1 s Day, 1 "January Vj^7 is -a ley.!, 

*M'15 r ! .-v“« All i o**o on nro • .cxoubo'd freer duty on. that day, oxoc.-'t * 

those i;’io arc’ •;.*u>r ,, .Ally rerniroC to bo on du*;y during no:v-vr?ri inr; 

. "•'oriods » ' ■ 

Zu Jt uill bo tV ; responsibility of. tbo /...ini ntnnt • 
Directors and Chiefs of Divisions./ Prrao'riol . c. Jjb iini r; trail vo .Drrnoh, 
bn nrovi do an adorn at o staff or- 'this day* 

you m. 07 \n of clduml i.uy.:uj.Cvbr::L: . 





Colonel, AOL 
Executive, for Personnel 
and Aeto&ni c tra ti on 


STATINTL 
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( ! 18 December 
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mmimuil FCRs All CIO Personnel 

SUBJECT: Location of Central Registry Units 




1. Effective 20 December 19h6, the courier and Central Rail 
Units of the Central Registry Section, Communi cations Division, F & A, will be 
located as follows: 


STATINTL 


Central hail Unit 307 South Bldg. (Ext, 719-720) 

Courier Unit 317, 321 South Bldg, (Ext.2'5l|2-2!Jii3,202U) . 

2. The mailing address for CIO, as indicated, in CIG Administrative 


| dated 30 September I 9 I 4 . 6 , 


will remain as follows: 


Central Intelligence Group 
(Hame of Activity) 

Room 2l6l, New 'Jar Dept. Bldg. 
21st and Virginia Avenue, N. J. 
Washington 29, D. C. 


FOR THE DIRECTOR OF CENTRAL. INTELLIGENCE *C 



STATINTL 


Colonel, AGD 

Executive for Personnel and Administration 


i 
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17 December 1?);6 

LEhCE/dJDUL FOR: All CIO Personnel 

otFJECT: ' Half- Holiday on Christmas Eve and .'Christmas Parties' 

1. ; • Pursuant to Executive Order 501C, CIO employees 
v.lll bo excused from duty at. 1230 hours on tJi December 19koc 

2. The Assistant Directors and the Executive lor . 

I ereor.npl and. Administration are requested to arrenqo schedules for 
personnel. iVhoHo .oferviooo c.ro rcqvv'i'iua d6rt&i?v non*rdrW»g periods i 

i '■ -V 

3. Christmas parties within GIG buildings nay ho 
i-.eld by the various offices, provided no alcoholic beverages "are 
consumed, and parties do not continue after 1230 hours. 

The ^.ie Tiuildinc -Cafeteria v.ill be closed all day 
oil -Tuesday, £!: December lyhS. 
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! STATINTL 


iSTATINTL 


CENTRAL INTELLIGENCE GROUP 
NEW WAR DEPARTMENT BUILDING 


WASHINGTON 28, D. C. 


December 3.6, 1946 


To: All Employe os 


1„ Group Hospitalization, Inc. , Washington 1 s civic, non-profit 
Hospital . Sarvios Plan, has announced that it will' accept nevr .subscribers 
this month, in the agencies of the Central .Intelligence Group located 
in the District- of Columbia. Applications must bo submitted between 
December 18 and December 24 for participation beginning January 1, 

2, With the exception of now appointees, who may enrol], at any 
time during the first 60 days of their employment, and veterans, who 
n \p.y enroll at ary time within 6 months after their discharge, this 
will be the only opportunity for employees to enroll in our group during 
the next year. 

3> The enclosed leaflet describes this Plan, which now has more 
than 275*000 persons und or protection in the metropolitan area of 
Washington, Group Hospitalization enables employed persons to meet 
their hospital bi] Is and those of their families with ease, and 
thousands of cur employees have enjoyed the protection and service 
provided by this plan, 

4. One of the most attractive features is that Group Hospitalization, 
Inc„ makes a payment direct to the Participating Member hospitals for 
services rendered its subscribers. 

5. It is not necessary for you to lose this protection if you 
change jobs or leave the employ of the Federal government. 

6. Payments must be made to the Group Treasurer not later than 
three days following the first pay day of each month. Application 
blanks and additional information may be obtained from 

Group Treasur er for Group Hospitalization, Inc 
Ext, 680, F.ooin 114 North Building. 


Chief, Personnel Division 
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10 Doconbor 104G 

i;n.0“iA!3DUi: FOR: All GIG Borsonnol 

SUBJLCT: Christmas Decorations in Oovornxient Duildincs 

1# Quoted to low is a memorandum received from the Office of 
Building tlanagenent, Federal .forks Agonoy, Public Buildingo Administration, 
regarding Christmas decorations in Government buildings: 


"TO: 


SUBJECT: 


"Boccmber 2, 1946 

Chief Clerics, and Administrative Officers of the 
Executive Departments und Independent Agencies 

Christmas Decorations in Government Buildinrs 


STATINTL : 


. ... ‘/ e would appreciate your oooporation in the enforcement of the 

following regulations regarding the placing of Christmas trees or 
Hristmas decorations in buildings operated by this office, 

A reaconabio number of Christmas trees may bo placed in buildings 
ol fir e-- resistive construction and in frame buildings Provided with 
automatic sprinkler protection. ITo trees will bo permitted in 
frame buildings without such protection unless a-- roval is '-iven 
by the Superintendent. Tie trees should not be kept in buildings 
j. or more than seven days* ■ 

ito cotton or otter inflammable materials mn" be used for docorat- 
lng the trees. mo lighted candles will be permitted in any buildings. 

ri ? be T,erni tted on Christmas trees and in buildings, 

if the installation of such lights is inspected and unproved bv the 
■ Superintendent. Inflammable decorations will not be permitted- in 
buildings without the oval of the Superintendent.' If the use of 
decorations and Christmas trees is contennlated for dances, Parties, 

obtttteH f °r, ln ^ in G0T6rnnent buildings, prior approval must be 
•obtained f r on the Superintendent • 

Should there be any question concerning the interpretation of the 
above regulations, the Superintendent should be consulted. 

?f a- new. year;' gives. us an opportunity to reflect uoon the 
cl™- 1 !— 0111 - ° f t-le P° st ' t,/Clve months, and upon the importance v 0 ur 

i " ?Ui ' “ * this" office. 

' ° uhlw 0X110 °° caress our sincere appreciation for the fine errlri 

of cooperation you nave so frequently demonstrated. 


/ s / CHA.'ILES A. FLTEISS 

Charles A. Peters 
Dcnuty Connie si oner 
for Buildings I .ana^enent” 


2, It is requested that all personnel of CIG coi.nly with this- 
instruction. Any question in this connection should be directed to 
Extension 2168 • 

STATINTL: 


F0H THE DIHECTOk OF CEHTDAL IilTELLIGLirCE: 


STATINTL : 


ifej 

p|; : : . 
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, , CENTRAL INTELLIGENCE GRC 

Approved F6r Release 

21st . and ■•Virginia' Avenue, N. W. 
ftfaohington,. D. C* 



.2*? November 1?I.|.6 


•kildOlL.NDUJ,’ FOR: All GIG Personnel 


GUP..! EOT: 


Conservation of Fuel and Electricity 


!«• Quoted below.' is a momorandnm from the Office of Buildings 
Vmvzmvxit , - Public Buildings : Achiini strati on, Federal Works ,\poncy, Subject: 
"Conservation. of Fuel and Electricity"* 


' "» November 21, 

for Chief Clerics, Ad/niniotrativo Officers of the - * 

Executive Departments ; arid Independent Agencies 

. SUBJECT:.- : 'Conservation of Fuel and Electricity 

r.ajcr General -Philip B* Fleming has directed the Public Bui3.dj.ngs . 
Adi...,ii..uS Ira t. ; .ou to tano every necessary stop to conserve the Government 1 s 
fu-nj. ^ supply and the use of electricity* In view. of the a-' rious situation 
ic v.-i be- necessary to return to war-. time heating and lighting' schedules 
-in Fooeral Bui Icings. • • 'A . * 

To ; ;iv*o t tno situation and- to - ctccoinp3.ish the maximum navi nr/ ir fuel and 
electricity, it is very necessary- that- wo have the full cooperation, of ell 
Government personnel* Tho steps that can be taken, by. Government personnel 
are: • A 

3- » Do not. uso unnecessary lights,. 

- ■ . c * heep winnows. and . ctoors ..closed so tli at .- tho insiclA 


air does not unnocossari.ly oscacc to 


Wij ivuyojrii ' UJ Lij v',;! C U OSXCO* • 

3 o Heating units controlled ."by- room. bcc-upm l? s.iculi. 

bo use ’.d to meet minimum he at:* ng ?;■: qu:i roeo'-es-, 

!-!o Heating units controlled by building o:un*nttng' 

. personnel snould not. bo disturbed -by- -robE: occupants* 

.1 m* ‘.'p'jr a t d eg personnel nail . take •' oorioe.ic?. r ua/iii » qs o.t tho tenner a times 
th’rovnhont tho bvi3.dings; each cay and will make vAa-owor •> oadyurt-j-onf^ of 
tno control oquipnent or operating procedure as rocer j?:y m;u' - u^aotioal 
to keep- who tony ora tries to minimum require: :orf,,j c The supcrviAu.-s of the 
r:.x : ;. o Oj.CciUjug forv o will again ids cruet ‘the tr employ :-;cs \i\ own on. for- •the 
d:.e:.;.pv:,i .'.jughh oi .tine, only such ligh ts as arc essential to the, performance 
of oheir v/orks 

An occupants » program of monitor control over heat an d light would 
be desirable anc^v/ould materially assist in oonseiving fuel and e'l eckr?' city, 
A yr^gram of this nature would insure that v;ihcowb arc kcot closed, rad-fa Ciui 
tuxnpu . oif . to prevent overheating and lights • turned .out .when not r.ocdecu 

Your splendid cooperation in thef past has been very helpful and your 
continued cooperation at this time will- bo deeply appreciated.. 


f s/ C r .A U?..ue 


PETERS 


Charles A. Peters 
Deputy Corxiissioner 
for Buildings IJanagoment 11 

A 2u It is requested that all employees of tho Central Intellip-oi 
Group comply' with this > memo ran auric .■<.... °. 


FOR THE DIRECTOR OF CEITTPAX INTELLIGENCE^ 


statintL 
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CENTRAL INTELLIGENCE GROUP ■ ■ 

NS'.T VIAR DEPART,’ .'ENT . BUILDING 
2lst arid Virginia Avenue, M. \l. 
hy' . V/ashington, D. C. 


V" 21 November 19h& 

I.iEF.ORAMD'i.i FOR! ALL C.I.G. PERSONNEL 

SUBJECT! Definition of Central Intelligence Croup 

1. Inquiries are continually being made by persons sincerely interests 
m the organisation of the Central Intelligence Group. These persons, 
include, of course, prospective employees as well as .persons who merely 
laiow of the existence of such an organisation, and upon meeting an 
employee of this Group they generally ask, in effect, "Just irhat is the 
Central Intelligence?" 

C * In order that Wdforaity may be maintained 'in answering such in- 
quiries, and hi order that maximum possible security may b, . attained, it 

W*_t .a unifom definition s’hould be established. It is, 
therefore, proposed that the following definition of the Central Intelli- 
gence Group be used in response to inquiries which are . inevitable and 


lorLtiiiiate ; 


_ • . central Int^lli^onco' • Group is a. 'recently, created" ' ' 

■■ interdepartmental organisation in ••vhich tho State, 'fer, 

Nary and sometimes other departments participate. It co- 

ordinates all activities of the Goverainont involved in 

obtaining and analyzing information' about foreign countries 
vouch this country needs for its national security. It 
also furnishes interdepartmental analyses of this type of 
iiuonnation for use by Government officials 

This definition, vhilo; basically true, is unrevealing and should 
stop further curiosity* 

FOR HIE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 


Colonci, uio 
Executive for Personnel and /.Administration 
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CENTRAL INTELLIGENCE GROUP 
NE17 Vf.'iH DEPART! J3NT BUILDING 
21st and Virginia Avenue, N, V. 

V/ashington, D„ C. 


21 November 1 9h& 

MEMORANDUM FOR- ALL C . I • G . PERSONNEL 
SUBJECT: Definition of Central Intelligence Group 

I© Inquiries ax’e continually being made foy persons sincerely interest 
in the organisation of the Central Intelligence Group, These persons 
include, course., prospective employees as well as persons who merely 
know of the existence of such an organization, and upon meeting an 
employee of this Group they generally ask,, in effect, "Just what is the 
Centra]. Intelligence? 11 

2o In order that uniformity may be .maintained in. answering such in- 
quiries., and in order that maximum possible security may bo- attained, it 
is believed that a uniform .definition should: bo established. It is, 
therefore, proposed that the following definition of the Central Intelli- 


gence Group be used in response to inquiries which are inevitable and 


legitimate: 

11 The Central Intelligence Group is a recently created 
interdepartmental organization in which the State, War, 

Navy and sometimes other departments participate. It co- 1 
ordinates all activities of the Government involved in 
obtaining and analyzing information about foreign countries 
which this country needs for its national security. It 
also furnishes interdepartmental analyses of this type of 
information for use by Government officials. 11 
This definition, vhile basically true, is unrevealing and should 
stop further curiosity. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 

Colonel, CAC 

Executive for Personnel and Administration 
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. : ^ i C©f?RAL;ivmU3I3.ICE'-C;-Rajp." " 

ifi.".’ z&i D'un. ./'? OTiUiijij 

): 2 1 /3 b Illld ’/i-l' r' j /r/i’, i ' i ' t v/* 1 , "il , 

. Van hi -•yton. L’# Ct 

; 12 IVrvortfxT 1946 

4'Iil,r.r?jv!*pur. TO: All CIO Personnel 
oUDcEOl’: . .IMankefriyinG Pay 

. ! . - * ' 

Z v 'a.v:l:$^,i\rin- Pay, 28 UoVonbo r 1246, has been 
declared a leral holiday, 

2 C Therefore, CIO ' porsonnol v;i 3 1 not- be - required 

5 . ' 

[ . ' 

l •'•'• to report for duty that.' day, except 'such' . ixu’su-ruol as 'are usually. 

I; ' ■ ■ • ’ ■■■■■/■.'' 

i roauired on non-7:orJ:inr days* . 

f. ' ' . ; ■ . ■ • : ' V ■ ' ■ 

t ' 'FOR . SSil 1 . ' '»;1 3LC i'OU OF OEirTRAL I3ITE:JLI6KH0E» ' 

f. ■ ■ ■'■•.• • ' ■ 

| Executive .? ,;-r Korn ruin' cl . caicl Aur.vi' ri stration. 

i . ' ■ ■ ' • ■ ; . . .''■•■ 

S ■..■ ■ ... 
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CENTRAL INTELLIGENCE GROUP 
NE1V WAR DEPARTIIENT BUILDING 
21 st and Virginia Avenue, N. W, 
Washington, D. C, 



6 November 19/4.6 


SSEMQRANDUJi TO: 
SUBJECT: 


ALL CIG PERSONNEL 

Change No. 1 to .Memorandum Dated U ( October 19/46. 
Subject: "Long Distance Telephone Usage" 


1 . Subject memorandum is amended as indicated, below: 

a. Paragraph 2 (b), alter the words "Chief, Inter- 
departmental Coordinating and Planning Staff", insert the words 
"Assistant Director for Operations". 

b. Paragraph 3 , change the words "Chief of Office 
of 'B 1 Deputy" and "Administrative Officer for 'B 1 Deputy" to 
read "Chief, Commercial Contacts Branch of Office of Operations 
and "Administrative Officer for Commercial Contacts Branch of 
Office of Operations", respectively. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Colonel, CAC 

Executive for Personnel and Administration 


CONFIDENTIAL 
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CENTRAL INTELLIGENCE GROUP 
NEVA 17AR DEPARTMENT BUILDING 
21st and Virginia Avenue, If. TV • 
Vlas King ton, D. C. 


30 October 1946 

MEMORANDUM 
TO: 

.SUBJECT: 

1. The President has declared Armistice Day, Monday, ;j 

; , j 

11 November 1946, a legal holiday. 

2. Therefore, CIG personnel will not be required to j. 

report for duty that day, except such personnel as are usually required ! 

on non-working days • 


FOR TIIE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 




H 
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All CIG Personnel 
Armistice Day 
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CENTRAL INTELLI GEHCE GROUP 

HIT;/ v/ar. department BUILDING 

21st and Virginia Avenue, N. \f, 
V/nshingtcn, D. C. 


4oi)33-4 


22 October 1946 

IIHiORANDUii FOR ALL CIG PERSONNEL 

Effective 20 October 1946, ' EXocutivc-6100 will bo dis- 
connected. Telephone calls for the Central Intelligence Group to 
personnel located in the North, Central, Adninistrati on, South and 
Quo Buildings will bo directed to call EXecutive-6115 . Calls through 
"Govern) lont" to the Central Intelligence Group fron other dopartnents 

should be nado by requesting the operator to connect with the "Central 
Intelligence Grout)" . 

V 

The Headquarters Offices of CIO in the Now Nar Department 
Building will remain on REpublic-6700. 

FOR HIE DIRECTOR OF CENTRAL INTELLIGENCE: . 



Deputy Executive for Personnel 
and Adnini strati on 


RESTRICTED 
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If CttiratAL IHILLLIGLIICE GBOUP 

si;;;- Di:pA:rn::;jiT building . 

ff 21st and Virginia Avenue, .1, W* 

f! Jashirif/bon, D« G. 


f * 10 0 c tobor 194G 

I;: : . . .. • ^ . ' : ■ . ' ■' ; ' ' ' . ■' VI 

V i..r: o::M!Dt:n . ■ j 

>• TO: All CIO Porooanol f 

5UB JLCT Change in Cafoteria Hours j 

\ . Effective hcnduy, 21 October 10-16, the new hours of the Cafeteria 

located in Que Building will bo in force. Those rail be as follows : 




STATINTL 


BrerJcfast - Fron 0745 to 0830 hours 

Luncheon ~ Fron 1115 to 1545 hours 

FDA TF.L LIDLCTOF OF CFH1FAL IlTT-’LLIG*.:iTCL : 
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CEHTHAL Ilf !IELLI GIjLGU GKOUP 
HLVWAli DEPART! 1EI J T BU I LDI HO 
21st and Virginia Avonuo, N. \'U 
Y/achington, D. 0, 





14 October 1046 


All GIG Personnel 

SUBJECT: Long Distanoo Tolenhone Usage 

1* Honor an dum, subject as above, dated G September 1946, is hereby 
rescinded, and the following is substituted therefor: 

2 # ;/ar Department Administrative Honor an dun Ho. U-l, dated 8 Lay 
1944, provides, that the following procedures be followed in oil instances where 


lon ; * distance telephone colls are nude from offices serviced by the War Department 
switchboard. 


£L* Personal long distance tolophono calls will not be 
made through the Department ! s switchboard but will be made from 
coin box telephones located throughout the building. 

b^. Ho long distance tolophono. call will be made over leased 
lino or commercial facilities by any porson in the Central In- 
telligence Group for the transaction of official business unless 
tno call is specifically authorized in advance by tho Director, 
the Executive to the Director, the Assistant Executive Director, 
the Chief, Interdepartmental Coordinating and Planning Staff, 
Assistant Director for Collection and Dissemination, and the 
Executive for Personnel and Administration. A list of the persons 
to whom authority to approve long distance phone calls has been 
delegated has been furnished to the Director of Communications, 
Office, Secretary of Vfar. 

2f It .will bo the responsibility of each person named above 
to : 




I 



(l) Examine each request to place a long distance 
telephone call to determine if the call is necessary or if 
radio, telegraph, air mail, or some other form of communi- 
cation will suffice. 

(2) maintain a ten-day roport sheet. This report sheet 
yrill bo maintained at the dosl: of the authorized individual 
or his secretary. Pno information will be entered on the ten- 


day roport sheet by tho personoplacing the call or as soon as 


it has been authorized. If the call is not completed during 
the day, it will not be necessary to remove the authorization 
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from tho report shoot but a new authorization must, bo granted 
and recorded v/hon the call in again placed • Incomnlotod calls 
will not be hold over from one day to tho next but shall be 
cancelled at the end of each day. This report will be sent to 

tho ‘Executive for Personnel and Acln ini strati on, Aeon 2164, Hew 

l 

\k\r Department Building, to roach hi n before 1200 on the Gth, 
16th, and 26th of each north • The report on the Gth 6f each 
month will include tho ton-day period from the 2 Gth dd‘y ;of the 
preceding month through the 5th day of the curront month. • Tho 
report on the 16th of each nonth .will include the ten-day period 
fron the 6th through the 15th day of the current month. .'■■The. 
report on the: 2.6th will include the ten-day period from tho 
16th through the 25th day of the curront month. Those report 
sheets will be chcclx'd against the War Department bill by tho 
Office of the Director of Comunienti ens, Office, Secretary 
of War, and unauthorized calls will be reported for disciplinary 


action. 

(3) Coordinate requests so that savor al people in the 
sane office who nay have to call the sano point can do so on 
the -no call . 

(d) See that as many calls as porsiblo arc rx.de before 
0930, between 1200 and 1400, and after 1700, hours when the 
traffic volumes are lightest. 

3. The same general limitations which apply to long distance calls 
made through the Y/ar Department switchboard shall apply to those made by per- 
sonnel serviced from the Executive- 6100 switchboard# Calls made through the 
Executive- 6100 switchboard must bo authorized in advance by the Assistant Di- 
rector for Special Oper rations, the Executive Officer for Special Operations, 
the Assistant Executive Officer for Special Operations, Chief of Office of 
lt A ,T Deputy, Administrative Officer for W A” Doputy, each Foreign Branch Chief 
of "A" Deputy, Chief of Office cf n B u . Deputy, Administrative Of floor for tf B M 
Deputy, Chiefs of Foreign Commerce and Travel and Eos car eh Branches of "B M 
Deputy, Assistant Director for Research t.nd Evaluation, Executive Officer of 
Office of Research and Evaluation, and the Chiefs of the Communications, 
Projects Support, Finance, Services,: Security, and Personnel Divisions of the 
Personnel and Administrative Branch. A list of ncrsonnol authorized to approve 
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official long die tana o telephone calls will bo furnished tc tho Chief Oporutbr,. 
EXcouti vo-6100. 


FOR THE DIRECTOR OF CENTRAL JNTELLI OENCE: 


25X1 A 


Colnol, CA^ 

Executive for Personnel and Administration 
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CENTRAL INTELLIGENCE. GROUP 
I®/ WAR DEPART! IE NT BUILDING 
21st ami -Virginia Avcmuo, N. VI. 
Washington, D. C, 
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CENTRAL INTELLIGENCE GROUP 
MET/ WAR DEPARTMENT BUILDING 


21st and VIRGINIA AVENUE, N. W. 
WASHINGTON, D. C . 

18 June 1946 


MEMORANDUM FOR: ALL C.I.G. PERSONNEL 
SUBJECT: Overtime 


Inasmuch as C.I.G. personnel are assigned 
from State, War and Navy Departments, the policy of this Group, 
reference payment for overtime worked in excess of the adminis- 
trative work-week, will comply with the regulations of the con- 
tributing departments. 


The administrative work— week now consists of 
forty (40) hours — five (5) eight (8) hour days. Hours of work 
for the group are 0830 to 1700 with one-half (l/2) hour for lunch: 
Mondays through Fridays of each week. * 


3 • No paid overtime will be authorized without 

prior approval by the staff or division head concerned and the 
Administrative Officer. Approval in each case will be on basis 
of essentiality and urgency. Every effort will be made to keep 
overtime to a minimum. 


. ' Those staff, divisions whose duties require 

routine "overtime" mil make special arrangements with the Admin- 
istrative Division covering their special requirements. 


STATINTL 


Administrative Officer 


( 1042 ) 
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11 Juno 1946 

j',rj..iOiiAiroui.; for all cig personnel 

Subject: Annual Leave Policy 

1, During the formative period of the Central Intelligence 
Group, it is deemed necessary to announce an interi m leave policy appli- 
cable to all personnel (military and civilian). Inasmuch as personnel 
arc assigned from the State, War and Navy Departments, an effort vri.ll bo 
made to comply, in so far as practicable, vrith the leave regulations of 
the three departments and still not penalize the personnel assigned from 
the department ) laving the most stringent leave poliejr, 

2. Leaves may be granted for a continuous period of not to 
exceed fiftean (15) calendar days plus travel time (not in excess often 
(10) days), during the remainder of the calendar year 1946. 

3* The authority granted in paragraph 2 above does not apply 
to emergency leaves granted employees; and will not prejudice the grant- 
ing of vacation leave by virtue of having been granted an emergency leave, 

4* A maximum of sixteen ( 16 ) hours annual leave may be granted 
to civilian employees at any time, for other than vacation purposes. This 
leave will not be counted against leave authorized by paragraph 2 above. 

5. Military personnel may be granted permission to be absent 
from the vicinity of Washington for a period of not to exceed forty-eight 
(4B) hours (V0C0) which vri 11 not be counted as annual leave, 

6. Due to shortage of personnel throughout the groy.p, no 
replacements will be furnished by the Administrative Division to cover 
absences within major staff divisions created by the granting of vacation 
leaves, 

7. Leave requests of all types will be approved by the Staff 
division concerned and forwarded to the Administrative Division for 
completion and final approval in all cases. 


ISTATINTL 


I'. 


Colonel, CAC 
Administrative Officer 
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CONPIpENTIAL - ' ' * ; ' 1 V- • • I \ 


COPY NO /rf 


■ T ELEPHONE DIR ECTORY 
CENTRAL INTELLIGENCE GROUP 
REpublic 6700 

Executive 6100 for extensions with asterisks 


Notes : 


1 . 


dir ectory vi-11 be 

United to only those Indlvlduals^guDH^ 

the.; info rmation contained here in" a ' *• 

AdlSSiJtStlon 

Si Sttr*' “ hlch ^ 


Offices 

Office of the Director 
Executive to Director 
Secretariat 

Executive Staff 

Assistant Executive Director 
Secretary j NIA 
Executive for Operations 
Organization Division 
Policy Division 

Advisory Council 
Executive for Personnel and 
Administration 
Finance Division 
Communications Division 
Courier Section 
Central Records .Section 
Services Division 

■ p* & Su PP 1 y Section 

Personnel Division 

Security Division 

Legislative Liaison Division 

PUbSSiSg’* 1 C ^«l»atl ng and 

Office^of Special Operations 
Control Branch 

Office of Collection 

Acting Assistant Director 
Executive 

Personnel & Adm. Branch 
Information Control Branch 
Special Intelligence Branch 
Security Branch 
Requirements Branch 
FBIS Branch 


Room Number 

216 ? 

2168 

2165 


2170 

2171 
2171 
2176 

2171 -A 

2172 

2164 

2164 

253 South Bide;. 
2161 
2161 
2163 
2161 
2162 
2180 


2262 


Extension 

Number 

79624 

76854 

79624 


70206 

76740 

77400 

77300 

77606 

78603 

76943 

76943 

2615 

77675 

76716 

77125 

77675 

77541 

78653 

76097 


76800 


221 Admin. Bldg. 2877 * 


2178 

2178 

2178 

2178 

2178 

2178 

2178 

2178 


CONFIDENT! AT. 


76760 

78701 

78701 

78701 

76760 

78701 

78701 

76760 


(1901-S) 
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Office 


- 2 - 


Room Number 


Extension 

Number 


Office of Research and Evaluation 
Acting Assistant Director 
Central Reports Staff 
Plans & Requirements Staff 
Executive 

Western Hemisphere Branch 
Western Europe -Africa Branch 
Eastern Europe -Middle East Bra: 
Par East -Pacific Branch 


112 Central Bldg. 2868-9 * 
112 Central Bldg. 2868-9* 
103 Central Bldg. 2803 * 
112 Central Bldg. 2836-7 * 
100 -A Central Bldg. 2888 * 
206 Central Bldg. 2807 * 
218 Central Bldg. 2809 * 
109 Central Bldg. 2853-2 * 


Office of Dissemination 

Acting Assistant Director 2262-A 77968 
Acting Deputy Assistant Director 2262-A 77302 
Survey & Control Branch 2263 7668 4 
Publications Branch 2263 77005 
Presentation Branch 2263 77005 



21 August 1946 


CONFIDENTIAL 
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GENERAL SERVICES, ADMINISTRATION 
PUBLIC BUILDINGS SERVICE 
BUILDINGS MANAGEMENT DIVISION 


April 3, 1950 

MEMORANDUM for Administrative Officers of the Executive 
Departments and Independent Agencies 

SUBJECT: Conservation of Electricity 


I am greatly concerned over the increase in our electric 
current bill. While there has been an increase in the rates there 
has also been a substantial increase in consumption, I believe it 
important that we again renew our efforts toward conservation to 
reduce our electric current bill. 

Each emploi^ee in your department or agency can make a 
major contribution to this program. Possibly the greatest waste 
in the use of electricity occurs in lighting. We want the •employees 
to use the light they need when it is needed,, but when not needed 
the lights should be turned off. Desk lamps, where used, should 
be turned on only when needed. Each additional dollar that is 
spent for electric current means one dollar less in the amount 
available for other services in the buildings. 

Your splendid cooperation in the past has contributed much 
toward our conservation programs, and I know that we can count 
on your continued efforts in that direction. 




tf? ...3 sf? ^ • 

is i / 

Charles A. Peters 
Director 

Buildings Management Division 


Approved For Release 2001/03/30 : Cl A-RDP81 -00728R0001 00040033-4 



CENTRAL INTELLIGENCE GROUP • 
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21st and Virginia Avenue, N. ¥. 

Washington, D. C # 

6 September 1946 

m iORANDU I:: 

10: All Cl G Porsonnol 

FROM: Executive for Personnel and Administration 

SUBJECT: Long Distance Telephone Usage 

1. Memorandum, subject as above, dated 0 March 1946, is hereby 
rescinded, r.nd the following is substituted therefor: 

2, war Department Administrative Memorandum No. Vi-1, dated 

G Hay 19 - 1 4, provides.- that the following procedures be. followod in all 

instances whore long distance telephone calls are ma do. 

'£»,• Personal long distance telephone calls ..will not be 
#• 

made through the Department’s switchboard but will be made from 
.coin box telephones located throughout the building. 

jb» No long distance telephone call will be made over 
leased line or commercial facilities by any person in the Central 
Intelligence Group for the transaction of official business 


.g: 

■fe 


|§: 


w 


1 

?! 


tezmSsiSm 


unless the call is specifically authorized in a d van co by the 
Director, the Executive to the Director, the Assistant Executive 
Director, the Chief, Interdepartmental Coordinating and Planning 
Staff, Assistant Director, for Dissemination, Assistant Director 
for Collection, and the Executive for Personnel and Administration. 
A list of the persons to whom authority to approve long distance 
phone calls has boon delegated has been furnished to the Director 
of Communications, Office, Secretary of War. 

^e. It will he the responsibility of each person named 
above to: 

* (1) Examine each request to place a long distance 

telephone call to determine if the call is necessary or if 
radio, telegraph, air. mail, or some other form of communi- 
cation will suffice. 

(2) Maintain a ten-day report sheet. This report sheet 
will be maintained at the desk of the authorized individual 
or his secretary. The information will be entered on the .ten - 
day report sheet by the person placing the call or as soon as 
it has been authorised. If the call is not completed during 
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from the report shoot but a now author izr.t ion must bo 
granted and recorded when the or. 11 is again placed. 
Inoomplotod calls will not be held over from one day to 
the next but shall bo cancelled at the end of each day. 
This report will bo sent to the Exe cutivu for Personnel 
and Administration, foom 2164, -.•Now- Vnr Department Building, 
to reach him before 1200 on the 6th, 16th, and 26th of 
each month. The report on the 6th of each month will 
include the ten-day period from the 2.Cth day of the pre- 
oo ding month through the. 5th day of tile current month. 

The report on the 16th of each, month v:ill include the ten- 
day period from the Gth through the 15th day of the current 
month. The report on the 26th will include the ten-day 
period from the 16th through the 25th day of the current 
month. These report sheets will be chocked against the 
War Department bill by the Office of the. Director of 
Communications , Office, Secretary of War, and unauthorized 
calls will bo reported for disciplinary action. 

(o) Coordinate requests so that several people in 
the sarnu office who may have to call the same point can do 
so on the one call. 

(4) Soc that as many calls as possible arc made 
before 0930, between 1200 and 1400, and after 1700, hours 
when the traffic volumes are lightest. 
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Slat and Virginia Avenue, N. V/. 

Vfashington, D. C t 

6 Scptombor 1946 

m am idu k 

1^* All Ci G Personnel 

FR0I': Executive for Porsonnol and Administration 

SUBJECT:, Long Distance Telephone Usage 

■ 1 * ^orandum, subject as r.bovo, dated 0 torch 1946, is hereby 
rescinded, and the following is substituted therefor: 

2. v^ar Department Administrative; Honor an dum ITo • w-1, dated 
0 Hay 1^4, provides that the follov/inr . procedures bo followed in all 
instances whore long distance telephone calls are made. 

il* Personal long distance t clo phone • calls will not be 
made through the Department's switchboard but will be made from 
, coin box telephones located throughout’ the building. 

b. No long distance telephone call will be made over 
leased line or commercial facilities by any person in the Central 
Intelligence Group for the transaction of official business 
unless the call is specifically authorized in advanco by the 
Director, the Executive to the Director, the Assistant Executive 
Director, the. Chief , Interdepartmental Coordinating and Planning 
Staff, Assistant Diroctor for Dissemination, ‘Assistant Director 
for Collection, and the Executive for Personnel and Administration 
jv list of the persons to whom authority to approve long distance 
phone calls has been delegated has been furnished to the Director 
of C 03 nnuni cations. Office, Secretary of Har. 

JI* It v/ill be the responsibility of each person named 
above to: . 

(1) Examine each request to place a long distance 
tolepnonu call to dot ermine if the call is ncccssarv or if 
radio, telegraph, air mail, or some other form of communi- 
cation will* suffice. 

(2) 'Maintain a ten- day report shoot. This report sheet 
will be maintained at the desk of the authorized individual 
or his secretary. Tho information will be entered on the ten- 
day report shoot by the person placing the call or as soon as 

it has been authorized. 
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from the report sheet but a new authorization must be 
granted and recorded when the . or. 11 is again placed# 
Inoomploted calls will not be held over from one day to 
the next but shall be cancelled at the end of each day. 

This report will bo sent to the.. Executive' for Personnel 
and Administration, Joom 2164, Haw Var .Department Building, 
to reach him before 1200 on the 6th, 16th, and 26th of 
each month# The report on the Gth of each month will 
include the ten -day period from* the 2 Gth day of the pre- 
ceding month through the 6th. day of the current month. 

Tho report .on the. 16th of each month will include the ten- 
day period from .th„ Gth through the 1 6th day of the current 
month • The report on the 26th wi 11 include the ten-day 
period from tho 16th through the 2 5th day of the current 
month# These report sheets will be chocked against the* 

Vfr.r Department bill by the Office of the Director of 
Communications, Office, Secretary of TJV.r, and unauthorized 
calls will be reported for disciplinary action. 

(3) Coordinate requests so that several people in 
the same office who may have to call the same point can do 
so on the one' call# 

(4) ooc that as many calls as possible arc made 
before 0030, between 1200 and 1400, and after 1700, hours 
when the traffic volumes arc lightest# 
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FEDERAL WORKS AGENCY 
PUBLIC BUILDINGS ADMINISTRATION 


"Rules and Regulations Governing Public Buildings and Grounds" 


1. Authority - These rules and regulations are promulgated pursuant to Public Law No. 560 of the 80th 
Congress, approved June 1, 1948. 

2. Applicability - These rules and regulations shall apply to all persons employed or entering in or on build- 
ings and grounds under the charge and control of the Federal Works Agency, Public Buildings Administration. 


3 ‘ ^.reservation of Public Property - The injury, abuse, or damage in any way whatsoever of any public building 
or part thereof, including signs, regulations, decorations or other facility or equipment, or of anv tree 
shrub, flower or other planting material is prohibited. * 


4. Nuisances - The use of loud, abusive or otherwise improper language, unwarranted loitering, sleeping or 
assembly, throwing articles of all kinds from public buildings, the creation of any hazard to persons or 
things, improper disposal of rubbish, spitting, climbing upon any part of a building, prurient prying, the 
commission of any obscene or indecent act, or any other unseemly conduct, is prohibited. 

5. Gambling - Participating in games for money or property, or the operation of gambling devices, or the 
selling or purchasing of numbers tickets, is prohibited. 


Soliciting and Vending - The soliciting of alms and contributions for private gain, commercial soliciting 
and vending of all kinds, the display or distribution of commercial advertising, or the collecting of private 
debts is prohibited unless authorized in connection with the building operation 


7 ' L t ( K 2 r s ? ~ Entering a public building or the driving of a motor vehicle in or on public property 

by a person visibly under the influence of an intoxicating liquor or narcotic drug, or the consumption of 
such liquors or drugs within a public building is prohibited. P 


^®^^y^pro^bited Ph ° t0graPhS WithiJ1 a public buildijl S for commercial or publication purposes without 


9. Do 
pro 

10 . 


^ Other Animais - Bringing a dog or other animal, except seeing-eye dogs, into a public building is 
ohibited unless prior permission is obtained. * 


Automobile Traffic - (a) Drivers of all motor vehicles within public buildings and grounds shall drive in a 
careful and safe manner at all times and shall comply with the directions of all posted traffic signs: (b) The 
blocking of entrances, driveways, walks, loading platforms or fire hydrants, is prohibited: (c) Except in 
emergencies, parking in public buildings and grounds is not allowed without a permit. Parking without 
authority, parking in unauthorized locations or in locations reserved for other persons or continuously in 
excess of 18 hours without permission, or contrary to the direction of posted signs is prohibited. 

11. Local Laws - Federal and local and state laws and regulations applicable to an area in which a public build- 
ing and grounds are situated shall apply to that public property where they are not inconsistent with the 
rules set forth herein. 

12. Penalties - Whoever shall violate any rule or regulation set forth herein shall be fined not more than $50 
or imprisoned not more than thirty days, or both, except that offenses committed against laws applying to 
the local area in which a public property is situated may be prosecuted in accordance with such laws. 


Approved April 1, 1949 
Philip B. Fleming 
Major General, U. S. A. 

Administrator 

p-7373 
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5 Juno 1947 


MEMORANDUM FOR ALL EMPLOYEES „ 

SUBJECT: Election of tho Employee Member to the 
Efficiency Rating Board of Review. 

CTG orf.rnf I fhJ:!n th0 ^ i § ht of a11 civlli an employees of 
oig except thoso paid from special or unvouchercd funds 

to elect a representative to the Efficient Rat in/ ' 

S^Vd^the "fSbcr 

appomocc by the Director of GIG, a member elector! hv- 
b v° the P fi he Chairman of the Board appointed 
\ 1 o0rvicc 1 Commission. Tho Board will hoar 
current ^y c ar / appcals i’rom efficiency ratings for the 

, n wil1 bo held on 13 Juno 1947 

1 , 0:0 ° A * I 1 1 * bo 4:15 P.M, in the several bui] d^ngs 
a aousc CJ-G. Ballots will be Issued to eligioif 
cti.,, ...cvycos at tho time they receive their pav chock 
Vor-xng will be by secret ballot, and thJr? Jui W no 
^?Uf° r ‘i 0r i “i’lucncc oxercisod over the voters. 

°lcrks stationed in pay disbursing offices will 
answer any question concerning the voting, procedure. 

, In ord cr to be elected, the candidate, in 
b ° rCCGlv ^ n S thc greatest number of votos 
must receive a number of votes equal to one third of 
all^thc votes cast; the candidate receiving tho next 
highest win serve as alternate, provided L recedes 
at least ten per cent of thc total number of vote* 

ho C £orks 10y ° C Wl11 V ° tC only in th0 building in which 


Employee Election Committee 


(13U) 
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STATINTL 



The Government Employees Health Association, which was 
j- • i ■■ organized within CIA on 15 July 1948, makes available a group 

plan of hospitalization to employees who are not eligible for 
the other group plans within the Agency, This plan is under- 
written by the Mutual Benefit Health & Accident Association of 
Omaha, 

The rates are as follows: 

Monthly 

I, Single member only TTi *60 

II • Married membef* and spouse 4,75 

III, Harried member, spouse and all children 6^00 
IV, Member and all children, where there is 

no adult dependent 4 >7 5 

, s The Association requires payment of a membership fee of 
v>l ,00 and payment of two months’ premiums at the time application 
is made for membership. 

If you are interested in joining the Government Employees 
Health Association you must act promptly as the membership will 
be olosod as of 31 July 1949 , — — 

f ■ 

For further information and application see 
STATINTL Room 201, North Building, Extension 785. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


MEM ORANDUM FOR ALT, CIA EMPLOYEES 
^WBJECT: 1948 Red Cross Fund Campaign 


24 February 1948 


^ -t„ +v?° R ? d Cross Fund Campaign is now under way. The funds 
d ® d ia bh * s O^Paign will be used to cover existing and continuinp 
regular Red Cross services for the welfare of our country. The American 

?ires r and t0 “ id suffere ™ in hurricanes, tornadoes- £lZH? S , 

Armed Forced +!’ SS We J 1 as to eive extensive services to members of our 
Armed Forces, to our veterans and their families. Its disaster service 

one of* 3 the previoS^efyea^!^ 1011 **** **** exceeded the record of any 

4 - President Truman, in his statement to the Heads of Executive 
p^partments, Commissions, or Agencies, dated 2 January 1948, stated in 

p q j "Iv 0 sev ? ra i volunteer and educational services and Junior 

Red Cross serve the needs of their community and country,. The new civilian 

peo2e P -°S a i n d e nn Ual ir Vi11 ’? SjcG / h0le bl00d and plasma available to 
loss of )p P ?f G fT Ce t0 prevent muoh needless suffering and 
servicL tn nJ ibroad ’ the Re * Cross field and hospital workers continue 

in the Arctic Circle ’ and A } r Forces - the largest in peacetime history 
tne Arctic Circle, Europe, Asia, and the Pacific. * 


STATINTL 


and welfare of P ? ! P government is to promote the health 

. no ue.iiare ol our people. I desire as a most fitting corollary that all 

our government departments, commissions and agencies, 'wherever their emnlov- 

resnect-i™ | tat ^ 0ned tbrou g hout the nation, actively cooperate with their 

ducted In toch! r ° SS P ^ ln the 1948 Rcd Cr0GS Fund Campaign to be con- 

„ , , "We have ample power to relieve the burdens of our fellormen 

Pach b M? aner °+w ° Ct u f ki ndness and goodwill impel new life and hope. 

Serebv buiM^ 0Ug f D1 " V '° rk in Ms Red Cross is serving his country and 
thereby building a stronger, more splendid America," 

. , ., Tber ? if no doubt in my mind that every employee of CIA will wish 

sonarSiie^a^ ? 1S W 8 wholeheartedly and in keeping wlS £s p 1r-. 

du??L SJ fc,/ 7 d / in T ial cdrcunstancos * 11 is to be noted that thisAgency 
during the 1947 campaign, made a total contribution of $ 4 , 245 , 59 . . 7 

„ + Y ° u "ii 1 soon be approached by a fellow worker who is a volunteer 
representative of the Rod Cross. Your contribution will be your share in 
making the 1948 Campaign a successful, one. 



(5057) 




•R. H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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The number of employees in this area utilizing the 
facilities of the. cafeteria in Que Building taxes its 
capacity to the limit within the hours of service. 

Numerous instances have been noted wherein patrons 
sit around the tables to talk and smoke after completing 
their meal, while others are waiting in line. 

All employees are urged to cooperate by vacating 
tables promptly upon completion of their meal in order 
that there may be room for others. 


STATINTL 


FOR THE DIRECTOR, CENTRAL INTELLIGENCE GROUP j 



Colonel, AGD 


12 February 1947 
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FOR: ALL GIG PriRSOMHLL 
SUBJECT ; Emergency Food Service 
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/drrni^r-i? v? 1 ,™ ?V r Cra ° ra:idUn roco '* v od- from 'tho Pu’olis 3uildinps 
-dM-niu i'ouoral Dorics Agency, subject ns above. 


"FEDERAL Y/ORIIS AGLHCY 
PUBLIC - Dp I LDI JIGS ADI liflS T:iATI0U 
. Washington 


"December 27, HHf 


'TCi 


Chief -.Clerks and Administrative Officers of the 
Ihrecutivo Departments and Independent: Agencies 


SUBJECT v Emergency Food Service 


!n tho event cafeteria erylcycca of Government Cervices 

e.i c “lonborn of the United Cafeteria Worker s, ' Locv 1 A 71 
oi J:hc U nit c d Public Workers of America, CIO and the. Gove rnrvtat 
oc*rvj.coe , fab. 3. to cone to an agreement regardin'* c. now contract 

ror VH7, it U o.-r-er.v.ocl that a walkout or a condition vill 

nrcva.il in the Government cafeterias cn or about January 2 if;/ 1 . 7 , 

^ ?f V '**«“ 0 i Uu* t* oh dove 1 op , wo nave boon a o vised that arrangement?, 

••vmi^bo vide by Government Sorvicos, Inc. to Provide emergen cv food 
service at a United number of cafeterias. 


M l. Food consisting, generally, of .gcur, sandwiches, brick 
ice or earn, .beverages • and miscellaneous ^aclarod goods will bn served. 


' T, 2.'» .Cafeteria dining space will be made 


available, in all 


... > ' ‘k'.wv U, xi: uAJ. 

ou 1 .- clings vi cn cafeterias, for those who brin«* t^eir Hi^ch i^to 
the buildings. 


" 8 . Each person who uses the . dining facilities shall deposit 
all uneaten food and lunch ’.jr&p-inns in receptacles that will be 
provided for the nur^oee. 


Snccial dining rooms will bo closed. 


^ J. x>\e cafeterias tint will be used by Government Services, 
Ino , to provide noon time emergency food service are: 


Commerce Labor 

General Accounting Office Temporary B 

Hone Owners Loan- Corporation Tenner ary 7 


Justice 


Langston Residence Halls 


Temporary II 
Temporary X 
Arlington Farms 
Federal Office Building $2 
Federal Office Building $3 
Interior 

Internal Revenue 


Toim orary 8 
munitions 
Ua vy 

Hew Post ‘Office • 
Procurement 
Social Security 
War 

59 21 Street, H. E, 


6. All other cafeterias v.dll be olcsod except the dining areas 
nay be ivsed by GovcnMjdnt personnel to eat the lunches ther- brih*** 
into the buildings, * 0 


7# Snack bars wi 11 not be offe-ctcd by the strike. 
*8, Breakfast will not be served. 


0. All inquiries relating to the use of cafeteria dining 
areas, the emergency food service, and any details not covered by 
tnis memorandum should be directed to the . Building- Superintendent 
concerned. 
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"10. T’io -Oucrd i''oroQ . 'inn 'boon inntructoc’ to rsaintain 
or.'qi vftbin *;ho Oovornncnt buildings ..at. t 11 tines to pro vent 
dcaonr ^rations and "laonrOinp of any bind witliin ' the buildings' 
to irr'-ort anyone. v/ho fails to use tb.o dininy space properly* 

n H» Your cooperation in advisinr; your office ^ornonnol 
or: actions.- .tliat...v;il.X :b.f> tnl.cn on tlio ■subject- of 1 Emergency Tcocl 
oervioo ' 1 will, be rioct ’lolppul and deeply appreciated. ■ 

/s/ Jd. 0. Jennings 

n. 0. Jennings 
' Act in r Cnrviin 9 i.onor 
of Public Buildings 11 


STATINTL 



Colonel, .AC-ll 
Executive for Personnel 
an d A dnir. s t r : \ i on 
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